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Overview

Introduction

Automated
Benefits

Security

The Remittance Electronic Data Interchange (REDI) Virginia website is an
online system that allows trading partners to view remittance data for payments
that have been processed by the Commonwealth of Virginia via electronic data
interchange. REDI Virginia is available to vendors, state agencies, state
employees, localities, grantees and non-state agencies who have signed up with
the Department of Accounts for the EDI program. Once EDI payment
transactions are processed, remittance data is available through various inquiry
screens.

Viewing remittance data on-line accomplishes the following:

e Improves the timeliness and reliability of EDI remittance data to trading
partners resulting in easier and more timely posting of payments and the
reduction of late notice occurrences.

¢ Eliminates/reduces faxing which saves trading partners time researching and
requesting faxes.

REDI Virginia provides state of the art security features to maintain strict
confidentiality of payment information. Application security requires a user ID
and password for system access. And there are two levels of security to protect
the data.

e SSL — Secure Socket Layer — uses a 128-bit encryption routine to protect
data as it moves back and forth across the Internet. This technology is used
widely by financial institutions to provide a high level of protection.

e ECC - Elliptic Curve Cryptograph — a server-based technology to protect
sensitive data and to prevent unauthorized server access.
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Access to REDI Virginia

Hardware and
Software
Requirements

Enable Cookies
and Java script

Eligibility
Requirements

Data Accessible

Website
Address

e Browser — Internet Explorer or Netscape, Version 4.0 or higher. Enabled for
Java Script and Secure Socket Layer (SSL) Security (128-bit Version).

e Connection — When connecting to the site from behind a firewall or proxy
server, it must allow SSL (port 443) connection.

e Screen Resolution — 800X600 or greater, with a minimum of 256 colors.

e Modem Speed — Connection speed of 56K or higher is recommended.

The personal computer being used must have the Internet Options enabled for
Java script and Cookies.

To be eligible to use REDI Virginia, you must be a Commonwealth of Virginia
EDI trading partner. You must have had an EDI account established by the
Department of Accounts after having submitted an EDI Agreement and
Electronic Payment Information Form.

If you are not currently eligible to participate in the EDI program but would like
to, you can go to www.doa.virginia.gov, choose the EDI button on the left side
of your screen and complete the appropriate Trading Partner Agreement and
Enrollment form, using the EDI Guide for Vendors, Localities, Grantees, State
Agencies and Non-state Agencies for information on the Commonwealth of
Virginia's EDI payment program.

To view a payment, you must have received an EDI payment from the
Commonwealth of Virginia in the last four months.

You will only be able to view remittance data associated with the specific 11-
digit logon ID used to logon to REDI Virginia.

Access REDI Virginia on the Internet at http://REDIVirginia.doa.virginia.gov.
Note that “www” is not included in the address. If you have any extensions on
the application address you may not be able to access the website.

You can also access REDI Virginia through the Virginia Department of
Accounts' website at www.doa.virginia.gov by clicking the EDI button on the
left side of your screen and choosing the link to REDI Virginia.
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Initial Logon

As a new user, you must establish your security record before viewing remittance data.
You will only be able to view remittance data if you have received an EDI payment in
the last four months. Once you logon to http://REDIVirginia.doa.virginia.gov, the
following Welcome to REDI Virginia page appears:

3 EDI Lagin - Microsoft Internet Explorer provided by Department of Account _ =]

Log On

Forgot Password |
New Accouni

Contact Us

Security

At
REDI 7
Virginia.
Welcome to REDI Virginia
Logon ID
Password

New Password

Re-Enter Password

You can fog-on to REDI Virginia if you are ¢ Commonweaith of Virginia EDF Trading Partner
fie., previausly submitted EDI enrails forms and received the $ .01 test dapasit).

You can view EDI remittance date in REDI Virginic if you have received o Comumnonwectlth

af Virginia EDI peayrment in the lust four months.

To sign up fo be an EDI Trading Farfner, go fo the Virgimia Deparfment of Accownfs "websife - BWW DO FIRGINIA GOV -
choose the EDI button v the left-hand columm, and complete and submit the appropriate enrollment forms.

"4 start f,— :i,_ |r—m E; e Q | @Y REDIPracedursGuide... | /3§ EDI Login - Microsoft ..

Logon  Key your Logon ID, as follows, to log-in to REDI Virginia.

ID

If you are a...

Then your logon ID will be...

Vendor, state agency,
locality, grantee or non-
state agency

Your 9-digit Federal Taxpayer Identification Number
(employer identification number or social security number)
followed by the proper 2-digit suffix. For many vendors the
suffix is 00 (zero zero).

State employee

Your social security number followed by 33.

Virginia Department of Accounts

Continued on next page

Page 5 7/6/05




Initial Logon, Continued

Forgot For this initial logon, leave all three of the Password boxes blank. After

Password/New  entering only your Logon ID, click the Forgot Password/New Account button

Account Button jj the left menu and the following EDI Remittances — Bank Account Number
page appears.

; EDI New Security Record - Microsoft Internet Explorer

J Fil=  Edit Wiew Faworites Toole  Help |
| ddess [ @] Password_New_Securty ofm71423 ] ¢ Ga H G- BN ES BSOSy =29
J Links &]Best of the'web & Customize Links  &] D04 Phone s &] Free Hotmall @] Gatewap'Va @] intranet & PhoneList @ RealPlayer »

REDEC b

_ Virginia.

EDI Remittances - Bank Account Number

Please Enter the last eight digits af your bank account number
and click the submit button on the left menu: I
-]

|&] Done [ | |E5 Localintranet
il Start ||J (L Inbox - Microzoft Outlook | W Microsoft Word - F!EDIVilgi...“@ EDI Mew Security He_ . ||<BEE:) @6@@" 237 PM
Bank Key the last eight digits of the bank account number into which your EDI deposits

Account  are made. If your bank account number is less than eight digits, enter leading zeros to
Number  make it eight digits. For example, if your bank account number is 12345, enter
00012345.

After entering your eight-digit bank account number, click the Submit button in the
left menu.

Continued on next page
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Initial Logon, Continued

New Security The following EDI Remittances — New Security Record page appears.
Record

; EDI New Security Record - Microsoft Internet Explorer

J File Edt “iew Favortes Tool: Help |
J-"'@dTESS I@ F'asswmd_New_Security.cfmﬂ159j #Go J L= @ ﬁ | @ @ @ | %- ¥ = g @
J Liriks @ Best of the ‘Web @ Cuztomize Links @ D04 Phone #s @ Free Hatmail @ Gateway Va @ intranet @ Phonelist @ RealFlaper =
i
REDL' I
" = u i f
EDI Remittances - New Security Record
Logon ID 22660372933
Password Il— Hint I
Company Name I
Title I
First I MIl_ Last
e I— Ervrvevery)
Status St. Paul Faxes/VAN
Email dlers  [375]
Email Address I
Email Address 2 I
[ -]
|@ Dake l_l_ 25 Local intranet

EQSIall”J o InboH-MicrosoftDut...I WMicrosoleord-HE...l EMicrosnﬂEHceI-PiID...lI@EDI Mew Securit... ||<B-f‘)@ﬂﬂﬂ)@ 11:36 &M

Continued on next page
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Initial Logon, Continued

Complete the fields in the table below, as indicated. The fields highlighted in blue are
required fields. Use the Tab key to move between fields.

Required/
Field Optional? Action

Password | Required Enter a self-assigned password that is 5 to 8 digits.

Hint Optional/ Enter a hint that will help you remember your password should you
Strongly need it. Although this field is optional, it is strongly recommended
Recommended | you enter a hint that you will have access to (by clicking the

“Forgot Password/New Account” button on the logon screen) if
you forget your password. Entering a Hint can save you time - you
will not have to contact the Department of Accounts and then wait
for a reply.

Company | Required Enter your company name, agency name, or employee name. If

Name you have more than one EDI account, use this field to distinguish

between those accounts. The data in the Company Name field will
print in the sentence of the email alert that refers to the name on
your EDI account.

For example, if you are responsible for 2 EDI accounts and one is
for a general bank account and one is for education payments, you
may enter “(Your organization’s name) — General Account” or
“(Your organization’s name) — Education” so that you can
distinguish between the two when you receive Email Alerts.

Title Required Enter your title (20 characters).

First Required Enter your first name.

MI Optional Enter your middle initial.

Last Required Enter your last name.

Phonet# Required Enter your 10-digit phone number, including area code, without

dashes or parentheses.

Status Not Available | The status field shows by what method you are currently receiving
for Change in | your remittance data. You will be able to change this in a future
this step step.

Virginia Department of Accounts

Continued on next page

Page 8 7/6/05




Initial Logon, Continued

(continued)

Email
Alerts

Required

Choose ‘Yes’ if you would like to receive an email that notifies
you of each impending EDI deposit. The email will usually be
delivered one day prior to the deposit and will include the dollar
amount and date of deposit. Otherwise, choose ‘No’. You can
change your selection later, if desired, by updating your Personal
Options.

Email
Address

Optional/
Strongly
Recommended

1) Enter at least one email address if you chose ‘Yes’ in the Email
Alerts field. This field must be completed to receive an email
when a deposit is pending. If you would like to receive email
alerts at more than one address, you may enter those addresses
in this field separated by a semi-colon and a space. This field
allows for 100 characters.

2) Supplying your email address can save you time because it will
allow your password to be emailed to you should you forget it
and you do not remember it after viewing your password hint.

3) If provided, you can receive emails initiated by the Department
of Accounts to EDI Trading Partners.

Email
Address2

Optional

Enter a second email address if you have more than one email
address at which you should be contacted (e.g., your home email
address) if you forget your password. Your forgotten password can
be emailed to your second email address if requested and if you
previously supplied that email address. Email Alerts are NOT
issued to this address.

After entering all of the appropriate information, click the Submit button from the left menu.

Virginia Department of Accounts
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Initial Logon, Continued

Broadcast Once you have established your security record, the Broadcast Messages page will be

Messages  the first page that you view when you enter the system.
Screen

<3 EDI Bulletin - Microsoft Internet Explorer

| Eile Edit “iew Favorites Tools Help | Links >
. =
REDI
1 - - - c !
Broadcast Messages
Welcome to REDT Virginia -
a weh-enahbled view of EDI remittance data
Login Successful
e
gstart| | & %3 ||[£1ED1 Bulletin - Micro... [B¥ Microsoft Word - RE... B3 1@ 1101 AM

The Broadcast Messages page is used to communicate messages both globally and
individually to the REDI Virginia user population. In the center of the page, a global message
intended for all REDI Virginia users is displayed. Additionally, in the bottom left corner,
informational messages may appear which provide feedback to the user regarding actions
which have been taken (e.g., Login Successful) or actions which should be taken (e.g., You
have personal messages or There is a special announcement).

Select the Main Menu button in the left column.

Continued on next page
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Initial Logon, Continued, Continued

Main Menu Screen  Once you choose Main Menu, the following Main Menu page appears:

/2§ EDI Bulletin - Microsoft Internet Explorer

J File Edt “iew Favortes Tool: Help |
| Address [#] it_editMain_Menucimew=1323 x| @Bo || - & - @ (A QEH S B S w - = LD
J Lirk.s @ Best of the ‘Web @ Cuztomize Links @ D04 Phone #s @ Free Hatmail @ Gateway Va @ intranet @ FhonelList @ RealFlaper »
REDI
A . T i
_ Virginia.
Main Menu
Remittances
Personal Options
Broadcast Messages . . .
Welcome John T Smith. Select one of the options on the left menu
[ -]
|&] Done |_|E|% Internet
g Start| | [ Inbox - Microsoft Outiook | BF Mictosoft wiord - REDIVirgl|[7ED1 Bulletin - Microso... [EDORLD 1:43PM

Your name appears (not the company's name) just as it was keyed in your
security record.

To View To view your remittance data, select the Remittances button on the left
Remittance menu. Go to the Viewing Remittance Data section of this Procedure
Data Guide.
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Subsequent Logon After Having Established a Security
Record

Welcome Once you have established a security record in REDI Virginia, you can logon and

to REDI  view your EDI remittance data. The subsequent logon process is quicker because you
Virginia 4o not need to set up a security record or re-enter your bank account number. Go to
Screen http://REDIVirginia.doa.virginia.gov, and the following Welcome to REDI Virginia

page will appear:
.Hil
REDI '
Virginia.

Welcome to REDI Virginia

Log On

Forgot Password / Logon ID
New Accouni e

it Password

New Password

Re-Enter Password

You can fog-on to REDI Virginia if you are a Commomnweaith of Virginia EDF Trading Partner
fi.e., previously submitted EDT enrolls - forms and received the § .01 iest deposit).

You carn view EDI remitiance data in REDF Virginia if you have received a Commonwealih
af Virginia EDI payrmernt in the last four months.

To sign up fo be an EDT Trading Farfner, go fo the Virgima Department of Accowmts "website - W DO FIRGINIA GOV -
choose fhe EDI buffon in the lef-hand columy, and complefe and submif the appropriate enrollment forms.

¥y 3 - - - > . [ Sl = U s I SIS
/4 Start 75 ST P - % G O REDIProcedureGuide. . “Z§ EDI Login - Microsoft ... ;| HODPM
” gR _ @ E Q Tugsday

Key Logon ID  Key your Logon ID as previously keyed (and identified below). Tab and key

& Password your Password as previously keyed in your Security Record.
If you are a... Then your logon ID will be...
Vendor, state agency, Your Federal Taxpayer Identification Number (either
locality, grantee or non- Employer Identification Number or social security
state agency number) followed by the proper 2-digit suffix.
Suffixes are often 00.
State employee Your social security number followed by 33.

After completing the Logon ID field and Password field, click the Log On button from the
left menu.

Continued on next page
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Subsequent Logon After Having Established a Security
Record, Continued

Broadcast After completing the Logon ID and Password fields and clicking the Log On
Messages Screen  button, the following Broadcast Messages page appears:

=l EDI Bulletin - Microsoft Internet Explorer provided by Department of Accounts |__||E|E| g

Fil= Edit View Fawvaorites Tools Help f.;' =
REDI ..
Virginia.

Broadcast Messages

Personal Messages

a web-enabled view of EDI remittance data

% Welcome to REDT Virinia -

Log Off
If vou are using spam filtering software male suwre that emails from

REEDIVugmia@doa virgmia gov are authorized to be received.

Login Successful
You have personal messages.

w0 m¢

&1 2 & Internet
/4 start 7, .i’?' 'E m" :[ Q | || Tt PO 3 EDI Bulletin ... | L sma | O} rEDIProced. .. «,

The Broadcast Messages page is used to communicate messages both globally and
individually to the REDI Virginia user population. In the center of the page, a global
message intended for all REDI Virginia users is displayed.

Informational In the bottom left corner, informational messages may appear which provide

Messages feedback to the user regarding actions which have been taken (e.g., Login
Successful) or actions which should be taken (e.g., You have personal messages
or There is a special announcement).

To access and read Personal Messages or Special Announcements if you have
them, click the appropriate button in the left column. The Personal Messages
and Special Announcements buttons will not appear if there are no messages or
announcements.

If you do not have any Personal Messages or Special Announcements, click the
Main Menu button in the left menu.

Continued on next page
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Subsequent Logon After Having Established a Security
Record, Continued

After clicking the Personal Messages button, the Personal Messages page appears.

2 EDI Personal Messages - Microsoft Internet Explorer
| File Edit View Favorites Tools Help |J Links >

REDES % .
_ Virginia.

Personal Messages

Trading Partner Name: John T Smith

Date Message

[Delete] 02/26/2003  Since yvou elected to use the Internet for remittance data vou need to
submmit new Trading Partner Agreement and Enrollment forms.

[Delete] 03/03/2003  Thanlk wou for subtathing the new Trading Partner & creement and
Enrollment forms.

=

iaStart”J &= | |J E¥ Microsoft YWord - RE. .. “@EDI Personal Messa... ||ﬁﬂ 220 12:55 PM

Personal Read the message(s). When you are ready to eliminate a message, click the
Messages Delete button to the left of the particular message. Messages will remain
until they are deleted.

Special Follow similar steps to read and delete Special Announcements. Special
Announcements  Announcements will remain until you delete them.

Choose the Main Menu option in the left menu to continue your logon.

Continued on next page
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Subsequent Logon After Having Established a Security
Record, Continued

Once you have chosen the Main Menu option in the left menu, the following Main Menu
page appears:

; EDI Bulletin - Microzoft Internet Explorer
J File Edit “iew Favoites Toolz Help |

[¢-2>- QA AEIEBHIr -ELP

J.&gdress |&] it_edi/Main_Menu cim?New=1615 =| @ Ga

J Links @&]Best of the'web &) Customize Links & ] DOA Phone Bz @] Free Hotmall @] GatewayVa &) intranst @] PhoneList @y RealPlayer =
-
: - Fi e :';
-~ Virginia.
Main Menu

Remittances
Personal Options
Broadcast Messages

Welcome John T Smith. Select one of the options on the left menu
Contact Us

Log Off

=
|&] Dane |_|_[§|@ Internet
g stant| | [E]inbox - Microsoft Dutiook | [ Micrasoft Word - REDIVigi. || £7EDI Bulletin - Microso... D> OQRD £11PM
Main Menu The Main Menu page is the central navigation page for REDI Virginia. It is

from this page that you can get to the remittance data as well as change your
personal options.

Your name appears (not the company's name) just as it was keyed it in your
Security Record.

To View To view EDI remittance data, choose the Remittances button from the left
Remittance menu.
Data
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Viewing Remittance Data

Remittance Once you have chosen the Remittances button from the left menu, the following
Search Criteria  EDJ Remittance Search Criteria page appears:
Screen

/43 EDI Remittance Summary - Microsoft Internet Explorer

J Fil=  Edit Wiew Faworites Toole  Help |
J Address I@ _edifF!emit_Histnry.cfm?New=1E19j ﬁfm J T @ ﬁ | @ @ @ | I%- [FF = g @
J Links &]Bestof theWeh & Customize Links @] D0A Phone #s & Free Hotmail &7 Gatewaya &) intianet ] Phonelist @ RealPlayer =
[ |
b * * * "Ii
- Virgia.
EDI Remittance Search Criteria
m Trading Partner: John T Snuth
e
Deposit Date From: | 10/24/2002 =] Te: |10/25/2002 ||
Trace Mumber all -
Agency Numhber I,.'.-.,|| - I
Cust Acct Mumber |A|| - I
Invoice Mumhber |A|| vl
To ensure that the desired payment is found, leave Deposit Date as it is and select only one other categony. Mlore than one
other categony can be selected, butif o combinafion of incompable criteria is selected, no payment will be found
f -]
|&] Dore |_|E_|ﬂ Internet
i Start ||J [ Inbos - Microsoft Dutlack | [ Microsoft Word - F!EDIVilgi...“@ EDI Remittance Sum... ||<BEE:) SOQLD +11PM

The EDI Remittance Search Criteria page allows you to define your search criteria so that you
may view specific transactions or a range of transaction data. Search by the following criteria:
Field Action
Deposit Date From the drop down menus, choose the range of Deposit dates for the data
you want to view. Only EDI payments made by the Commonwealth of
Virginia to your organization in the last four months will be reflected.
Trace Number Choose the specific trace number you want to view or choose "All" to see
all available data.

Continued on next page
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Viewing Remittance Data, Continued

Field

Action

Agency Number | Choose the agency number from which the payment was received.

Cust Acct
Number

Choose the customer account number for the customer/state agency from
which the payment was received.

Invoice Number | Choose the invoice number for the payment you are researching.

Initial Logon
Search
Suggestion

Search Criteria
Suggestion

Submit Query

If No Data is
Found

Leave remittance search criteria options as they are. Do not select specific
search criteria. Click the Submit Query button on the left menu.

If you select specific criteria for Trace Number, Agency Number, Customer
Account Number, or Invoice Number; leave the Deposit Date fields reflecting
the full range of dates.

After you have defined your search criteria and entered your choices in the
proper fields, choose Submit Query from the left menu.

Your search criteria may have been too restrictive. Broaden the criteria by
selecting "All" for all of the drop down boxes and select a larger Deposit Date
range.

If you are looking for a particular payment that should have been made during
the available range of dates and cannot locate it, contact the disbursing
agency, the state agency with which you conducted business. The payment
may not have been made or it may not have been made via EDI.

If you are looking for a particular payment that was made prior to the
available range of dates, email the Department of Accounts at
edi@doa.virginia.gov to request assistance.

Continued on next page
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Viewing Remittance Data, Continued

Once you have chosen the Submit Query button from the left menu, the
following EDI Remittance Summary page appears:

/43 EDI Remittance Summary - Microsoft Internet Explorer

J Fil=  Edit Wiew Faworites Toole  Help |

J.-’-‘«;Idress I@ _edifF!emit_Histnry.cfm?New=1EESj ﬁfm J T @ ﬁ | @ @ @ | I%- [FF = g @

J Links &]Bestof theWeh & Customize Links @] D0A Phone #s & Free Hotmail &7 Gatewaya &) intianet ] Phonelist @ RealPlayer =

REDI ’w,
. Virginia.

|»

r

EDI Remittance Summary

Trading Partmer: John T Sruth

Deposit Date Trace Numher Total Amount|

Detail 110172002 TO450575 5,196.57

Detail 1063172002 0430141 1,250.53

Detail 1053072002 TO4T9766 1,53173 |

Detail 1012572002 0479453 276,50

Detail 1012572002 T0479142 69 64

Detail 1012572002 0473668 262767

Detail 1012472002 TOATE3T2 1,935 719

Detail 1052372002 TO4TE060 1,228.70

Detail 1012272002 T0477760 6 600

Detail 1011572002 T0477179 466224

Netall 1072002 TNATAERL et LI
|&] Dore |_|E_|ﬂ Internet
il Start ||J Inbm-: - Microsoft Outlool: | ¥ Microsoft Word - F!EDIVilgi...“@ EDI Remittance Sum.__ ||<BEE:) @ﬂﬂ@ﬂ) 4:19 P
Remittance The EDI Remittance Summary page allows you to verify that your search
Summary criteria were correct and to choose the detail that you would like to view. If
Screen no data was returned, your search criteria may be too strict or

incorrect. Try broadening your search to include the data for which you are
looking by selecting "All" on most or all of the drop down criteria boxes.

To View Detail  Click on Detail on the desired line (to the left of the Deposit Date) to view
Remittance Data  the detail remittance data.

Continued on next page
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Viewing Remittance Data, Continued

EDI Remittance
Detail Screen

Once you choose the Detail that you wish to view, the following EDI
Remittance Detail page appears:

/3 EDI Remittance Detail - Trace Number T0480575 - Microsoft Internet Explorer
J File Edt “iew Favortes Tool: Help |

| Address [&] i_edi/Remit_DetallcmNew=16307] @Bo || & - & - (@ [ QRS - Sy 22D

J Links @ Best of the Yweb @ Customize Links @ D04 Phone s @ Free Hatmail @ GatewayVa @ intratet @ Phonelist @ RealPlayer =

REDI

_ Virginia.
EDI Remittance Detail

I,.f.\|| vI Customer Account: I,.f.\|| vI Invoice Mumber: Al -

Records 1- 20 of 68 INEXT==>

| »

Show Printer Friendly Page

Remittances

Agency MNumber:

Total Amount: 7,196 57 Deposit Date: 110152002 Trace Number: TO420575

Agency Baich ID Amount Offset Invoice Imvoice Customer Voucher Description

Number Amwunt Number Date  Account# Number

207 2072002101 83449 463 0.00 26608172 0RFA32002 2187490 O30328EW 2187490

207 207200210183449 1480 000 26617007 0002472002 2157400 0303201 2187490

207 207200210213450 o0.59 000 26628547 0072002 2190211 O305163H 2190211

207 207200210213450 1480 0.00 2AEEEZEE 0RMAT002 2123460 0305166H 2123440

207 207200210213450 1481 0.00 2A6EEA2T 0PATA002 2123484 0305168 2125484

207 207200210213450  2,998.00 000 26630057 072002 2189130 03051720 2189130

Total Agemcy 207: 3.137.63 LI
|@ Dane I_la_| I_ntemet
start| | [&inbos - Microsoft Outiock | 537 Micrasoft word - REDIVirgi.|[1EDI Remittance Detai. |5 e

The EDI Remittance Detail page allows you to view detail for all the transactions included in
your search criteria or to further break down your view using the following criteria:

Field Name Action
Agency Number From the drop down menu, choose the agency number for the
transaction(s) you want to view.
Customer Account | Choose the customer account number for the transaction(s) you want to

view.
Choose a specific invoice number for the transaction(s) you want to view.

Invoice Number

You may need to scroll down to see the entire page of data.

Continued on next page
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Viewing Remittance Data, Continued

Remittance  The Total Amount and Deposit Date are provided for each Trace Number identified.
Detail A subtotal is provided by agency. Other detail is as follows:

Fields .

Agency Number — Each state agency in the Commonwealth of Virginia is
assigned a three-digit agency number. Agency name and telephone number can
be viewed by clicking on the specific agency number. Call the agency and
request to speak with the Supervisor of Accounts Payable if there is insufficient
remittance data. Provide the "Voucher Number" from the EDI Remittance
Detail screen so that agency personnel can research their payment to your
organization. Request they include appropriate information on future payments.
Batch ID — The batch ID consists of the following fields:

e 3-digit agency number

e  8-digit batch date in YYYYMMDD format

e I-digit batch type

e  3-digit batch number

Amount — the dollar amount of the detail line. If the number is in red, then it
represents a credit or reduction, not a payment.

Offset Amount — the amount of a Comptroller’s Debt Setoff payment that
reduces the amount of payment to your organization, the trading partner. This
occurs when a state agency has indicated that your organization owes them
money. If you cannot wait for the notification that will be mailed to your
organization regarding the debt for which the monies were withheld, call the
Debt Setoff Unit at (804) 367-8380 for information.

Invoice Number — the invoice number for each detail line. It should
correspond to the Invoice your organization sent to the state agency.

Invoice Date — the invoice date in MM/DD/YYY'Y format for each detail line.
It should be the date of the Invoice your organization sent to the state agency.
Customer Account # - the customer account number that was keyed in the
transaction by the disbursing agency. It should be the Customer Account
Number your organization assigned to the state agency.

Voucher Number — an agency-assigned number identifying the payment. If
you call the disbursing agency for more information, provide this number.
Description — the description keyed by the agency into the payment transaction.
Sometimes this field reflects the invoice number for a credit taken.

If youneed  Some or all of the fields listed above may be filled in. The data appearing in
more these fields (with the exception of "Offset Amount") is the information that is
information  keved in by state agencies when they are processing a payment transaction. If

or data is
insufficient
to post a
payment

you cannot post the payment using the information supplied, click on the three-
digit agency number to obtain the telephone number for that agency and call the
agency. Request to speak with the Supervisor of Accounts Payable and provide
the "Voucher Number" for which you need additional information. Request the

appropriate information be included in future payments.

Continued on next page

Virginia Department of Accounts Page 20 7/6/05



Viewing Remittance Data, Continued

To Screenprint  You may choose to print from this screen, the EDI Remittance Detail screen,
Remittance (some data may be truncated) or you may choose to see a printer-friendly
Detail version to print and keep.

For the printer-friendly version, click the Show Printer Friendly Page
button in the left menu. Print using either the Print button on your toolbar or
the File — Print commands. Click the Back button in your toolbar after
printing to access a screen with REDI Virginia buttons.

Downloading Remittance data cannot be downloaded from REDI Virginia.
not available

To view Each remittance detail screen can reflect up to 20 records. If your payment had

more data more than 20 records use the NEXT button to view more records.
for the same

deposit date  NEXT
You may view additional records, if available, by choosing the NEXT button
provided on the "Records" line in the center of the screen.

PREVIOUS
Likewise, choose the PREVIOUS button to go back by page.

To view data Choose the Remittances button to return to the EDI Remittance Search Criteria

for a page to select a different deposit date.

different

deposit date

Other Choose the Main Menu button or Log Off button.
Options
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Use the "Contact Us" Button

If... e you have a question, observation you want to relay, or problem; use the
Contact Us button to send an email to the Virginia Department of Accounts
(DOA).

e you encounter a "Runtime error". Write down the specific information
provided about the error. Please use the Contact Us button to notify DOA.
Include the specific error information. If you cannot access the Contact Us
Button, please send an email to redivirginia@doa.virginia.gov.

e you encounter a "Diagnostic Error". Write down the specific information
provided about the error. Please notify DOA using the Contact Us button,
including the specific error information. If you cannot access the Contact
Us Button, please send an email to redivirginia@doa.virginia.gov.

What to Since your email address is the only identity-related information automatically
Include received, please include your:

e name

e telephone number (including area code)

e company, locality or agency name

e REDI Virginia logon ID

e your question/problem/observation

If you are a state employee, identify whether your question is for your own
personal EDI account for travel reimbursements or an EDI account for your
agency such as petty cash.

Virginia Department of Accounts Page 22 7/6/05



Password

Initial Logon Do not key any data into the Password boxes on the Welcome to REDI
Virginia screen during your initial logon.

You will set your password once you reach the EDI Remittances - New
Security Record screen.

Changing Your  You may change your password at any time.
Password 1. Inthe New Password box on the Welcome to REDI Virginia screen key a
password (5-8 digits) that is different than your current password.
2. Tab and key the same new password in the Re-Enter Password box.

3. Click the Log On button from the left menu.
4. Access the Personal Options screen and key a Hint for your new
password.
Update Your Remember to change your password Hint in the Personal Options screen

Password Hint  whenever you change your password. From the Main Menu screen, select
the Personal Options button.

Password After five erroneous password attempts in one day you will be denied access

Violations to REDI Virginia. You can wait until the next day and try again, when your
password violations are cleared, or use the Contact Us button to request
assistance.

Continued on next page
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Password, Continued

Forgot If you cannot remember your password or are being denied access to REDI

Password Virginia due to password problems, at the Welcome to REDI Virginia screen,
key your Logon ID and click the Forgot Password/New Account button in
the left menu. The following screen appears:

2 EDI Forgot Password - Microsoft Internet Explorer [_T2[x]

| File Edit View Favorites Tools Help |JLinks =

REDES %
. Virginia.

Forgot Password

You previously created a security record. Would you like to:
s B T —

Wigw sronr previously stored password hint. IvTatch the eroail address entered in your security
record and have your password sent to that address.

F

Your hint is: Enter Email Address:
p? I

=

|@ l_lg|e Iritermeat
iﬂStart”J a8 i |J Sinbox - Mic...l E¥ Microsoft .. I W Sna - EXT.. II@EDI Forgo... |Fmﬂ 20 = 1131 AM

Use Password  Your Password Hint is displayed, if you previously entered a hint in your
Hint Security Record or the Personal Options screen. If the hint provides sufficient
information, choose the Log On button from the left menu and logon.

Request If you did not enter a Hint or it does not help AND you previously entered an
Password email address in one of the two email address boxes in your Security Record,
Email you can request your password be emailed to you at one of the previously

entered email addresses. Place the cursor in the "Enter Email Address:" box.
Key one of the email addresses previously established in your Security
Record/Personal Options data. Click the Send Email button. A screen
indicating "Your password will be sent . . ." appears. Click the Log Off
button and wait for your email. If you did not enter an email address in your
security record, use the Contact Us button to request assistance.
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Email Alerts

Optional Email  You can receive Email Alerts generated by the REDI Virginia website for
Alert Feature  impending EDI deposits. The email will usually be delivered one day prior to
the deposit and will include the dollar amount and date of deposit. Once the
Email Alert is received, you can logon to REDI Virginia and view the detail
remittance data.
Electing to During your initial logon to REDI Virginia, when you establish a Security
Receive during  Record, you can elect to receive the Email Alerts.
Initial Logon
Electing to You can make the “receive Email Alerts election” at any time. From the
Receive during  Main Menu, click the Personal Options button in the left menu. The View
Subsequent Personal Options screen appears. Click the Edit button and follow the
Logon instructions below. After completing the Email Alerts field and the first
Email Address field, click the Accept button.
Field Name Instructions
Email Alerts | Choose ‘Yes’ if you would like to receive an email that notifies
you of each impending EDI deposit. Otherwise, choose ‘No’.
Email Address | Enter at least one email address if you chose ‘Yes’ in the Email
Alerts field. This field must be completed to receive an email
when a deposit is pending. If you would like to receive email
alerts at more than one address, you may enter those addresses in
this field separated by a semi-colon and a space. This field allows
for 100 characters.
Your If your organization is using spam filtering software, make sure that emails
organization’s  from REDIVirginia@doa.virginia.gov are authorized to be received.
spam filtering
software

Valid email
address is
required — keep
it updated

Virginia Department of Accounts

The Email Alerts cannot be delivered if an incorrect email address is
registered in REDI Virginia. To update your email address, while on the
Main Menu screen, click the Personal Options button in the left menu. The
View Personal Options screen appears. Click the Edit button, scroll down the
screen to the first Email Address field, key the correct email address, and
click the Accept button.
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Personal Options Screen

Establishing Personal Option data is established during your initial logon to REDI Virginia

Data when you establish a Security Record.
Accessing the From the Main Menu, click the Personal Options button in the left menu. The
Personal View Personal Options screen appears.

Options Screen

43 EDI Personal Options - Microsoft Internet Explorer

J Fil= Edit “iew Favortez Toolz Help |

J.&gdress I@ i.-’PersonaI_Dplions.cfm?New=1343;' f\}Go H ET R @ ﬁ | @ @ @ | @- B = g @

J Links @ Best of the Web @ Customize Links @ DOA Phone #s @ Free Hotmail @ Gateway Wa @ intranet @ Fhonelizt @ RealPlayer >
REDI 7 . E

] » - .

_ Virginia.

View Personal Options

Logon ID 22710026933
Vendor Type State Employee
Company Name John Sroith
Title Ivlanager
First Name John
Middle Initial T
Last Name Smith
Phone # {204 5554444
Remit Notification Choice 3t. Paul Faxes/ VAR
Receive Email Alerts Ves
Email Address (1) apatrickif@doa state wa s
Password Hint allied
|@ Done l_ E |% Internet o
i Start I|J (B Inbox - Microsoft Outlook, I B3 Microzoft Wword - HEDIVilgi...II@ EDI Personal Options. . ||<B§E:) EHPQE 1:45PM

Updating Keep the data in the Personal Options screen updated. The data can be changed
at any time by accessing the Personal Options screen from the Main Menu,
clicking the Edit button, keying the correct data in the appropriate field(s), and
clicking the Accept button. All available fields may not appear on the screen.

Y ou must scroll on the screen to see all options that can be modified.

If the "Remit Notification Choice" field reflects "Internet", you cannot change
that option without assistance from the Department of Accounts.

Keep Email Please update anytime your email address changes.
Address Updated
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Logoff

How to Click the Log Off button on the left menu.

Timing out If you do not logoff, and leave REDI Virginia idle too long, you may
automatically be logged off. Or when you eventually attempt to view a
screen you may encounter the screen below. If so, choose the Log On button
and logon again.

=1 https://webapp1.doa.state.va.us‘remit_edi/DOA_Utilities.cfm?HNew=1214 - Microsoft Internet Explorer

JEiIe Edit “iew Favorites Tools Help |
JAgdreSS IE https webapp1 .doa state va usiremit_edirDOA_Utilities cfm?Mew=1214 J & Go

REDI

You must log on using the Logon Screen.

=

iaStart”J g I“_;.?l |J Inbox - I QSna - El BE¥ Micros. .. ”@https:r’f... ”%ﬂ @ﬁﬂ_:l_'l_. 1:36 Phd
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